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the Adadnlstrstive direction of a senior officer of a mstfor organ- 
isational area of the agency, and the technical direction of the Records 
Msnagmant and Distribution Branch of the Office of General Services, 
the Area Records Officer is directly responsible for confaraance to Agency 
regulations rel at i n g to records management and acts as liaison officer 
aith the Records Management and Distribution Branch on all natters involv- 
Asg Agency peliey, clearance and review* Such officer is directly respon- 
sible for carryii^ out a records management program encompassing the 
following# 

I* Records Creation 

A* Cassation of necessary records to provide adequate docuraonta- 
tion Including the* 

1* Designation of official record copies of correspondence 
and documents. 

2. the control and limitation on the number of copies of 
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B# Correspondence ma n a gemen t, including instructions fear 
preparation and utilisation of form letters, pattern 

paragraphs, etc* 

C. Forms management, including design of forms for maximum 
tats and adequacy of the fora records; limitation of number 
of fora* and number of copies of forms. Determine at the 
time a fora is created, the ultimate disposition of the 
form record. 

0* Reports mana ge m en t, incl u di ng adequate reporting, elimina- 
tion of unessential copies of reports, elimination of 
obsolete reports and unessential filing of reports. 

XX* Records Maintenance 

A. Determine proper organisation of records to provide maximum 
utilisation and security, including the establishment of# 

1. Centralised record facilities send / or 

2* Decentralized record facilities. 

B. Establish and maintain a uniform system for classifying and 
filing records* 

C* Develop standards and control the methods and procedures used 
la processing and filing all records, either centralised or 
decentralised. 

service is available and furnished. 
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E* Maintain a current master inventory of occwaslated records 
«f the office* including their types, locations and volume. 

I# Periodically survey and Inspect records activities. 

0. Establish control procedures for receiving* recording and 
routing incasing coesnwnications. 

E* Establish control procedures for clearance and dispatch of 

1. Provide for the identification and orderly deposit of 
Vital Materials. 

h Control the use of filing equipment and supplies. 

HI. Records Disposition 

A. Provide for the storage* preservation* protection and 
servicing of semi-active or inactive records. 

8. Evaluate records for acfa&nistrative* legal, research, 
or other use. 

0* Periodically survey records in order to remove inactive 
ones and plan for their retirement or disposal. 

D* Develop office records retention and disposal schedules. 

E. Secure any necessary clearance of proposed disposal of 

records* 

F. Develop and submit* through the Records Management and 
GLotributica Branch* lists and schedules requesting 
authority from the national Archives and Congress for the 
disposal of records as they outlive their usefulness. 

Q. Develop and execute procedures for Hie disposal of records 

1 a accordance with established practices and authority granted. 

8. Insure the proper application of disposal authority. 

I. Maintain adequate data to furnish information and reports mi 
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«J. Control the application of idcrcphotography to reports. 
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